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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Yen Huynh
	SUPERVISOR'S CLASS: Administrative Officer II
	personnel analyst: SS 
	personnel date: 2/3/12
	PERCENT OF TIME: 















35%
	activity: POSITION SUMMARY
Under the direction of the Administrative Officer, the Staff Services Analyst performs work of average difficulty in a wide range of assignments in the area of:  procurement, budget planning and expenses, general mobile equipment services, and general building maintenance issues.  The incumbent must work closely in cooperation with Region Offices, Department and other agencies; utilize good judgement, tact, and analytical skills; and recognize high priority in exercising discretion in confidential matters.

ESSENTIAL FUNCTIONS
This position requires the incumbent apply knowledge and understanding of principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis.  Must reason logically, develop and analyze data, present ideas and information effectively, and maintain confidence and cooperation of those contacted during the course of work.  Must maintain regular, consistent, and predictable attendance.   The specific essential duties are:

Act as Purchasing Coordinator for the South Region Office.  Prepare, analyze, review and process procurement documents and requisitions including commodity purchases, IT purchases, and Cal-Card purchases.  Analyze data and make recommendations to Program Managers District's purchasing needs and funds availability in equipment and supply inventories and in compliance with Departmental policies.  Perform SAP functions related to purchasing and contract such as requisition creation, service entry sheet, and goods received.  Prepare Service Entry sheets in SAP for payment of invoices and goods received.  Assist with invoicing issues for purchases.  Work closely with Procurement Office and various vendors.  Perform SAP functions related to purchasing, contracts, invoicing, service entry sheet, and goods received.  Interact with vendors, contractors and participants to ensure timeliness of purchases.  Compile, review, and analyze the different bids and quotes for various purchases.  Interact and communicate with contractors and participants to ensure timeliness of contract approvals and contract tracking sheets.  Must gain and maintain confidence and cooperation of those contacted during the course of work.
	classification: Staff Services Analyst (General)
	appointee: Vacant
	dwr position number: 8100-5157-001
	sap personnel no: TBD
	sap position number: 50003289
	division: IRWM - Southern Region, Administrative Branch
	mcr: 1
	percent2: 25%




15%





15%




5%



5%
	activity2: Compile, review, analyze, and process South Region Office budget utilizing Enterprise Budget Planning (Cognos), SAP and Excel.  Provide monthly budget expenses versus actual report by using SAP reports and excel spreadsheet.  Assist Program Managers with the preparation of Work Authority Revisions, Internal Order requests and other funding needs.

Monitor Facilities maintenance related issues for follow up action required of building lessor, building maintenance person, and the appropriate DWR - Headquarter personnel.  Ensure routine maintenance issues such as window washing, heating and air conditioning, elevator maintenance,  and annual, semi annual, and quarterly cleaning.  Track vendor repairs.  Assist with building lease renewal or new building lease contract.
   
Act as Mobile Equipment Coordinator.  Responsible for mobile equipment related issues such as routine services, mileage and usage reports, vehicle survey reports, accident and safety reports and communications relating to vehicles.  Prepare necessary documents in procuring new vehicles.  May require driving a vehicle on public roadways.

Coordinate safety communications and ensure that Southern Region is up to date and in compliance with various policies and procedures.  Maintain emergency kit, AED machine, and personal protective equipment.     

Perform general administrative duties in back-up role to the Administrative Branch's Office Assistant, Management Services Technician, Staff Services Analyst, and Administrative Officer in times of absence.   Perform tasks commensurate with Staff Service Analyst level and ability as needed in other Southern Region Sections.  Some of the work may include but are not limited to processing travel advance, travel expense claims, accounts payable and receivable, contracts and grants, personnel and Human Resource issues, time entry, correspondences, receptionist, and training.


All employees are expected to complete time recording documentation, administrative documents to support program purchases, contracts, travel, and meetings by the required deadlines.  This documentation should be of such clarity and completeness that it provides the department and program with defensible information in an audit.


SPECIAL REQUIREMENTS
Must possess a valid California Drivers License with a good driving record, as travel will be required.  Overtime may be required, based on work needs. 

ADDITIONAL REQUIREMENTS
1.  Stamina and ability to sit for long periods of time.
2.  Ability to work in an office with artificial lighting.
	percent 3: 
	activity3: 3.  Adaptable to varying temperature throughout the building. 
4.  Work independently or in a group setting.
5.  Perform multiple tasks with accuracy, precision, and neatness.
6.  Ability to move up items up to 25 pounds.

ABILITIES TO: 
1.   Use a computer to create spreadsheets and letters.
2.   Excellent word processing and report preparation skills.
3.   Strong computer skills in MS Word, Excel, Power Point.
4.   Excellent customer service skills. 
5.   Maintain an MS Outlook calendar.
6.   Be organized and detail oriented.
7.   Communicate effectively with all levels of staff (verbally and in writing).
8.   Adapt to changes in assignments and priorities.  
9.   Scan, fax and e-mail documents.

	supervisor name: Yen Huynh
	employee name: 


